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...which typewriter? 


In the courtrooms of America we found outstanding 
evidence in favor of ove particular typewriter. Court 
Reporters, unquestionably the world’s hardest 


users of typewriters, buy more SMITH-CORONAS 


/ 


than all other makes combined. This tact is all 


the more revealing, when you realize that their 
income, af piece-work rates, depends 


entirely on the low upkeep, dependability, spec d 





and production of their typewriters. 


Smith-Corona 


L C SMITH & CORONA TYPEWRITERS INC SYRACUSE INY 
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HOOKS AND CROOKS PAVED 
THE WAY FOR ME 


In high school contests. in graduate and postgraduate college 
work. and in her business career shorthand led her to success 


FRANCES WHITWORTH 
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Executed by students of Pius \l High School, Vilwaukee, Wisconsin 
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SALLY TIPS DOT OFF! 


An experienced stenographer writes to her young sister 
still new on the job 


By HELEN WILKES 
Wednesday noon 


Just a half hour ago, all the stenographers were 
o Miss Davis' office. _ had a sheaf of 
in her hand when we ca in, returned, she told 
artment rr Masada were becoming much 

rs appearing in their 
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"Here's a letter written by a newcomer, 

Miss Davis remarked, glancing at the top piece of 
orrespondence "She has spelled the word 'rumor' as 
roomer'-——hardly a word likely to be used in a large 
packing concer! she added witheringly. 

"Here's another, initialed by one of our oldest 
employees The address reads 'Tesax' for 'Texas'-—- 

ust a tra! sposition in typing, I grant you, but os 
sloppy work And here's one that has pure-'bread' 
ittle being substituted for the correct 'bred' (more 

f han the severest rationing measures ever contemplated! ). 
I find such words as committee. tardiness. appraiser 
acceptance, commodity. and forfeit misspelled constant- 
ly And here's a girl typing ‘'clause'--part of a 
sentence--as ‘claws’ 

"In all my years of experience, I have never 
run across such atrocious spelling! Whether you people 
just haven't the right foundation, or whether you are 
merely careless, it is hard to know. But what I'm 
stressing at this meeting is that you must use the 


dictionary! We have one in the general room for that 
purpose; yet during the past week I have seen it con- 
sulted but once. Just once!" she exclai med exasper- 
atedly. "And this sort of work comes back to me daily. 
Wel l , S ! 
t the end we w t 

ch carelessness she would be dismissed. Believe me, 
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Ss, no more details-—-you get the picture 
I Oo , 
dictionary is groaning already for want of rest. 


ld that if any of us persisted is 
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Funny co oti 
magazine this ve hat a businessm: claims 
- f only one stenogré wenty-five can “spell 
That's pretty bad. And there's no excuse for it 

really I'm going to make doubly sure I don't leave 
this place on account of spelling 


Affectionately, 


Salt ” 
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NOW, LET’S START IN RIGHT 


Welcome. beginners. to the study of an art that has been 


helping to record history from ancient times to Y-J Day 


JANET KINLEY GREGG 
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The Gregg Vowel Chart 
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Key to Gregg Vowel Chart 


2. W and Y 
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3. The Four Diphthongs 
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> Word Arithmetic ¢ 


By BORIS RANDOLPH 
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-¢/THE EMPLOYMENT AGENCY 


How to make the most of the services agencies are pre- 
" | pared to render when you are starting out on a job-hunt 


ve , 
— LE ROY W. DE MARRAIS 
act ] i] , 
tk | | 
\S i LS x 2 NA i ire¢ A t 
‘ irs ; t aS anx! > 
‘ 
N) ~ Yt < is 
T 
\ i i sas a STilall age > 
i¢ 
i " ; . ‘ if \ | ! c . te 
} al ] , \\ . rIy } , ; ; 
‘ lL. : F a} ‘ ” , at . 
re s agent t al it | 
il 2 Hay t s 
+ V 4 : ’ 
~ | ~ > 
5 <t 
‘ 


‘ . 
ivs Q s 
( exXT c x 
. ‘ 
( i ra i 
ig g . t ig yw S Vs " : 3 
\ i A Bia 
£ iz 
4% 
\ S Vl 1 \Y ik S aK il i I 
s os idvertised 
] , 
g ill vVspDa . tla 
s i y ire King idvertised 
! f } ’ i 
2 i rs A y I i t 
\f 
t ‘ + to watt gy ft \iak 
~ 2 t vit ig s ft ‘ K¢ 
— ‘ . 4] ‘ 
i i ? CkRalG s 
9 , ve t ere ens t e a sit . 
( dosst ; . 
“ . iS ia \ i 
} y 1 
in y ikK¢ i - 
. ' 
cs i s 2 i ant ind | 
W) i 2 s( 1 t i \ Ca SSIDLY s 
2 : t gs s \ 
‘ 
2 i Y ~ is . 
i i i * K x rt i s 
‘ / 
l ‘ 
: Ix g to an ag as in a 
i ‘ i ? i i 
me 
i ) ik i A 
ge i sita S as im tant as t i 
» | ] tT 
i x ’ ry i i cre es lal 
“s 4 SKS i it t > i spac la tew sn ts s 
‘ ‘ 
~ ~ ( > . i SS “ | \\ i at 











lait Greco Wraiis 


Why Should You Be A Martyr? 


HELEN WATERMAN 
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Well Done. You W ACs! 
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Well Done, You WACs! 
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MEMBERS of the Women’s Army Corps 
are trained to regard the importance 
clerical accuracy just as combat soldiers 
ire taught to appreciate the importance ot 
proficiency on the rifle range \ good 
standard for us all to follow! 
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Information Desk 





Don't have ask 


about 


you often 
the 
phers, typists, or shorthand reporters? Why 
not send them to Desk, The 
fvenue, Neu 


nmecessary 


questions to 
u ork of secretaries, slenoura 
Information 
Gregg H riter, 270 Madison 


Y ork lo, iN. - { letter is 
a postal card will do. 


Ww 


not 


- Is it 


ever permissible to write abbrevi- 
ations without «a ried tollowing the abbrevi- 
ation, such as “Ave five and Thos for 
Thos.?—L. G 
| part ) 
b eviutl ri se 
’ \ ss " st R 
< etir . i 
11 : . 
Csavil ~ , , ai I I 1! 
‘ l t s A y ss 4 , 
res “< 
») : . 
~~ I would greatly appreciate it if vou would 
give the correct use of the verbs “‘lay and “‘lie 
im vour next issue Is it correct to say The 
hook was leit lying on the table? —( s 
1 iM ys ve ; 
me the st tr ; \ 
| S| 
Wisi iang i 
" ' t ) ' ¢ to] 
' ” | ‘ ‘ > 1\ \ , LA A a 
hiect. It refers to t act t ( 
Oo " brect son 
He la t t 
Che pas 
H e oh 
| ‘ , 
A rie pres 
He 
“1 
The pas 
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tiv \ t in ob Per 
s 7 aiey i | 
S| ad it ul \ 
cip vo | mm resting 
soTnCW NCTC 
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. 
3. If sent out to the reception room to dismiss 
tactfully, a caller my boss does not wish to see 
what shall I do if I find he has some in ormation 
ny boss really wants? —. ke & 

If the caller introduces a problem 1 


you think your employer really should know 


about, excuse yourself in some way and 
report the situation briefly to your em- 
ployer rhen act on his instructions 
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~ | TOGETHER NOW—LET'S PULL! 


Those goals set along the road to stenographic skill to mark 


ask 
“ | your progress along the way—well help you attain them 
The 
leu FLORENCE ELAINE ULRICH 
ry 
A rae t itil y 
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aaa Instructions for Shorthand Tests thie D 
‘ “ ; The purpose of the O.G.A. is to deve 
@ practica shorthand writing style The \ t 
: JUNIOR O.G.A AWARD is given t st 
‘ a 
dents who have had sufficient practice to | 
ips, 5 ible to write treely, smoothly, and c ectly 
P the Junior O.G.A Fest on page 2¢ This 
iV \ 
, . award s given tor Qualifying specimens 
I | ri , papers that do not quality are returned witt ’ 
criticisms and suggestions tor turther ac 
tice tor the pertectior { notes. The O.G).A 
> MEMIBERSHIP CERTIFICATI s awarded 
the 1s . i} spec mens q pality 2 the Nlembers! First Semester 
Test age - writte nm @ good practica 
y . style, with attention give to fuencs orma 
; attit tior c ves, | rt ind correct exec 
t m generality 
Practice the O.G.A. Test as often as 45 . 
a cs S1D1 ca if order t« secure a specimerl you 
+, ' P a best writing stvle to submit tor the award 
ity ! 
you eco- Ty pewriting 
1 l icpel Lie t . 
” rate The O.A.1 Junior and Senior Memt 2 
. ~ a ships encourage roper attention tf arrange- 
y ] i | 1 Is ment accuracy and rhythmic § stroking M 
‘ pre- typing Any make ot typewriter may t . 
. used The Junior O.A.1 lest rage 23 ' , 
. ied requires neatness in arrangement accuracy 
t \ ally and even touch 
rt, ‘ ane ‘ The SENIOR O.A.1 FEST requires sk 
‘ . Lait n setting up the copy if two parts are giver 
lity Wit Part II should be arranged on a second sheet 
A study of the test (page 23) will suggest 
! you al cl pet ‘ 
. ‘ e« the best method of arranging it to secure ‘ nt Ty 
lowed and ion t an attractive and easily read copy S ( 
¢ fy na . The Competent Typist Awards begin at ’ ] a 
t i | + 
: 3) words a minute, tor which the PRO¢ 
prat s sona RESS CERTIFICATE is issued [here are 
a. ¢ nnd COMPETENT ry PIs! CERTIFICATES 
ity ‘ : 
- . P issued tor s eeds beginning at S50 words Second Semester 
throug muse and The test page 4 must be writter n @ 
lack training ten-minute eriod, with not more than five ; Oo ¢ \ 
errors. It may be practiced as often as 
\ I big mo- ke, to secure your best speed for the month 
nm t iv | now ! before the final paper is submitted for an 
ye now! 
award 
_ ; 
IF you are begin- Transcriptions 
, . r trainine 
& ; In addition to these monthly tests, there 
3 t | and is «© page of shorthand matter for transcr 
tion speed practice The records you make 
on transcribing these letters each month are 
T ima vigor you recorded by many teachers for comparison 
\ with the work being done by your class- ya 
mates Record cards for this purpose are ! 
. . available to teachers This month's Tran- ‘ 
st thing scription Speed Practice plate will be tound s k¢ 
on page 21 t 
‘ 
~ Lu Ww 
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September Test Material 


[All clubs of test paper should be ace 
insure accuracy in making 


ship tests for O, AL dl ( Dw 


Junior O. A. T. Test 
simple test of 
There is 


VSTRUCTIONS This is a 
ustic arrangement and correct typing 
underscoring 


» heading and subheading, with some 
be done ito represent the italicized words and 
here is @ Pair or two ot dashes Iyvpe neatly and 
gtiractively on ‘ lain sheet raper 
OLD-FASHIONED GOOD MAN- 
NERS—., \ 


Cessation of hostilities in the 
Pacific has caused foresighted industries 
to perfect their plans for the reconver- 
sion period. 

A large shipping firm which deals 
with the shipments of more business 
houses than you can shake a stick at, 
has expressed some ideas which it will 
incorporate in its postwar service. These 
ideas are worth consideration by any- 
one who hopes to buy or sell products 
or services in the postwar period. 

The company stresses a point that is 
most important when the buyer instead 
of the seller becomes the dominant fac- 
tor in business. 

What employees and officers can do 
to better serve the public is very simple 
—a return to “old-fashioned good man- 
ners, cordiality, and efficient business 
practices. Good manners and cordiality, 
of course, spring from something within 
a person. They are based on sincerity.” 

War is a destructive taskmaster. We 
have all been kicked around, stood in 
line, and told what to do, and, in the 
process, many business niceties have 
been sadly neglected. This should not 
be, but it is so. Performance of some 
extra service for a customer, however 
small—a friendly manner, a slight cour- 
tesy—will pay big dividends. And while 
this should not be our reason for ex- 
hibiting good manners, the fact remains 
that this policy does pay in business. 


1. T. Test 


INSTRUCTIONS: Use two sheets in tvping this 
test, tabulating page two as indicated Use under- 
score,” hyphen, and asterisk where required Be 
wre to type your name and school address neatly 
left-hand corner of the test papers. 
finished the work, indicate in 


Senior O. 


n the upper 
When you have 


the upper right-hand corner of page one the time 
tuken to complete the job 
standard Satisfactery work on 


Mi imum office 


writing in 30 minute. 


INVESTMENTS ALL OVER THE 


¢ oul certificates 
and OU, G i 


ompanied by @ typemriiten Uist Of wmames lo expedite 


September copy is good @ member- 


until October 15, 1945.) 


WORLD The United States has a 
vast investment in the postwar world. 
Reports show that Americans own 
property in 112 different lands. The 
future of these investments, how they 
will continue to benefit American busi- 
ness and national economy, will be more 
important than their immediate physi- 
cal condition at the peace conferences 

With this long-range perspective, the 
Treasury Department is now summariz- 
ing the information collected by the 
census. Other nations have listed their 
holdings abroad, know their position 
here and elsewhere. Our Department 
of Commerce has made similar reports 
in the past, but this is the first time 
the United States has carried it out on 
such a comprehensive scale. 

America’s share in the postwar world 
made the census imperative. It will be 
necessary for our discussions at the 
peace table, particularly in studying 
the damages and claims for property in 
enemy and occupied countries. 


Page II 
American concerns engaged in manu- 
facturing, distribution, petroleum, and 


miscellaneous industries in enemy and 








occupied countries: 


Tota : 32 3 “4 "s 1,101 
Belgium, France, and The Nether- 
lands, each 3 public utilities and trans- 
portation; China, 5 public utilities; The 
Netherlands East Indies, 10 agriculture; 
Philippines, 9 public utilities and 11 agri- 
culture. 








54 Tue Greco Waiter. 
e 
> TT 
ompetent I'y pist lest 
> 
Use double spacing in typing this test 
7 find the erass number of words you write, divide eross number f strokes by § then 
each error to get net words written. Divide this by 10 to determine the f rd 
fhe number of stroke i imdicadted at the end ' each iine in order to fsaciiitate untine 
number of strokes written 


Contrary to the impression among many scholars, 
culture in this world is absolutely dependent upon eco- 
nomic prosperity. It was no accident that the Periclean 
Age came at a time when ancient Greece was very 
prosperous and had established a thousand trading 
posts in all parts of the civilized world. 

Roman literature flowered when its empire enjoyed 
its peak of commercial prosperity and collapsed when 
the economic system collapsed. The same was true 
with the Italian Renaissance. When material riches 
of business failed to sustain it, that golden period of 
art and culture was at an end. After all, artists must 
eat and must have leisure time to do their work. At 
every age in history, it was the material wealth of in- 
dustry that stimulated and supported cultural pursuits. 
As a result, culture today is most widespread in those 
lands where industry is most productive. 

In the United States we have had 150 years of un- 
paralleled productivity. With only seven per cent of 
the world’s population living here, we have produced 
one-half of all the wealth of this globe. That is why, 
in these same years, we have been able to build more 
schools and colleges than all the rest of the world com- 
bined. Culture in our land is a thing for the masses. 
Over thirty million students are registered in our edu- 
cational institutions. Among the greatest media for 
disseminating culture in this country are newspapers, 
magazines, and radio, in all of which we lead the world. 


The combined circulation of the periodicals and news 
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Strokes 

papers included in the census is over three hundred 1577 

ut » | million—nearly ten for every family. There are 700 1630 
“eu | broadcasting stations in the United States and eighty _1os4 
trokes} per cent of all families own radios. 722 
“| These great instruments of education and culture in 1774 
our country are supported chiefly by revenue from ad- 1826 

‘SI vertising. The amount readers pay for most news- 1874 
“| papers and magazines represents only a portion of their 19,30 
-¥ | actual cost, and for radio broadcasts we pay nothing at 1986 
wif all. Thus the very finest in literature, art, and music 2043 
sifis provided for the people without cost, as a by- 2093 
#1] product of the efficient working of our commercial 2144 
44] system. Our entire economic prosperity is linked up — 2197 
sx | with advertising, which is an indispensable part of the — 225. 
important process of large-scale selling, without which 309 

., | our modern industries could not operate and could not — 256 
_.,{ support present-day cultural activities. 2405 
, In many ways, advertising subsidizes education for 2456 


the masses and stimulates people with the necessary 
desire to attain a higher level of culture. Why is the 2564 
standard of living in America higher than anywhere 2615 


““ | else? Why are we so well off that we consume one- _2665 
1 fourth of all the sugar produced in the world, one- 2716 
%! | fourth of the coffee, and three-fourths of the silk? Why = 2774 
do we use one-half of the world’s production of coal, 2828 
” | and one-half of all the electric power? All for a mere = 2884 
43 | seven per cent of the world’s population! 2928 
98 If you provide a complete answer to all these ques- 2978 
, | tions, you will also have given a good answer to the __ 303! 
question of what is business, for it is through the 3s: 
* | workings of business that America has won economic 313: 
. leadership.— Excerpts from Short Talks on Advertising 314 


prepared by the Bureau of Research and Education, 


ddvertising Federation of America. 


Repeat trom the beetnning until end 
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“lt The GREGG WRITER ROLL of 


HONORABLE MENTION WINNERS 





In addition to receiving the award, Honorable Mention is given in 





ca these columns to the students submitting the five best tests in each 
group during the previous month. This is a noteworthy honor for 
; which every student should strive. 
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THE SHORTHAND REPY 
The Cultural Value of Shorthand 


H. E. RITTGERS 


Former City Attorney of the City of Jamestown. North Dakota 
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President Truman. Addressing UNCIO 


Taken by SAMUEL S. SKLAREW “via radio” 
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vantage in making my way throug 
ege to he a stenographer is | d 
fancy cleaning furnaces at Waiting 
table tor a living while attempting 
arry a college course. So | took a 
months’ business course | loved 
study of shorthand, and it ened t 
2 whole world of inspirat I g 
ob in a law office and soon became 
vith the ambition to become a court 
rter | bought i p graph to 
sole purpose t making re Is at 
ng them read back to m and I y 
‘ Ily vore the ma 7; it ] hy 
gradually nibbling my av into the b 
ness of reporting, taking depositions 
the Various iwvers and s rt Ca 
in the inferior courts. I was call 
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vork ior a lay two w! l \as 1 
I soon had _ the reputation imong 
lawyers of the district of being a <« 
petent reporter. I did more less « 
vork for several years, stopping 
nough to get admitted to pract 
In 1 ntally t Was mere 4 1 1 > D i\ 
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that it takes as much mental effort 

training to become 1 competent 

stenographer as it does to be admitt 

practice law. I was at that time off 
orter for the House of Representatiy 

| do not know whether my statement 
ything to do with it. but the bill 
sed and is the law today 
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1 WHO'S WHO IN SHORTHAND SPEED 
We fa = 484 
10s 
t in Speed may mean Ducats 
ae in your Jeans 
vad 
: Says EXAMINER A. A. BOWLE 
" 
x ter she was hired to report a co 
. tures on Philosophy. Writing the speak 
r er's thoughts on William James, Berg 
' Darwin. Nietzsche. Mazzim. Goethe 
iItaire; and reporting the Literature le 
es ner t \ ks I Dostoevsk 
iN t B ing lames H ind Flau 
t ere discussed, has be lucati 
. tsell | anscriDit not 
tor constant retere the work 
e auth sl direct tations. It is 
s,s shortha | mean the ability i broadening educat t si 
: to write s t 1 rapidly and tra never have had (nor been inclined to! " 
scribe it a ately Ss an acco! : not been employed to report thos 
: nt that puts extra ducats in your lectures 
ans . 
We all know that t reporter. bee WES, shorthand has been t! bl 
y's suse Ss te al t exa Miss Li ene As she puts 
g ature ¢ S gniy i H \ — x “_ 
wer Mm “ S shwick Hig School, B kly N York, 1 
\ tha gets | ) ; ! ¢ sorbing inte I 
‘ r ; ; te ws va 
i t hobby. fi r work 
' , f Pp x 
¢ ’ \ , S é 1 abetted \ tor 
y M Tot i. f 
- VU - Ss t D t 
attal 2 t than ‘ S " 
: ves hi to st \r . \ t 
t ta t t . . t ze 
. _ ow 1 , nant so ay adie . ait 
r the ball is \ y 
; As you might suspect, Miss Lechleider 
Yo NG 1 I L.echleider, tor in- is ambitious to become a irt reporter 
. . i\ | But becaus i her vouth s! will have to 
> 2 } se 4 s' I M ‘ 1S iit unti! she 4 ‘ te 4 VA time the 
V A. of c st yea : and = fi muirts will consider he enough 1% 
ce as em raged her n er efforts to im- andle a court reporting assignment But 
ve her stenographic ability. After urs not alone for the monetary aspect of t! 
As tit t attend shorthand job does she want to do ¢ t reporting 
t I lass tab ] speeches on the ih that is nothing to s e at—b 
, , . t way nerease ‘ ecause sh eally likes ¢t te s 
{ t t wher she und. We know that she w . 
1- ,a able t ; ito?t call to rep rta and efhicient ph the capa ty t 
: ries of lectures and b well paid for her porter Which reminds us t a note tnat 
vices someone put in our autograph book 
But, what is more. she is gaining a lib we were very young: “Heaven on earth 
if lucation 1 t bargain Just today 1) g the \ ey ke and being wel 
Miss Lechleid Was at mys lesk and w aid tor it 
’ \ liscussing this very point. Last win- When Florence reac! majority 
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. . Shr ae : G e : 3) ya little + ' 1 te . | 
S \ l 
, : asked to invest t ! t all t 
kmployment Services. Make visits to the . 

: - : : + le ] . ¢ «l 
personnel offices of the companies fo iM detaal = ao 
you woul } to rk. Insert yo OW sth eur : ° as 
advertisement in newspapers and _ trad —_ — 
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FIRST MARINI VISIT ro 
IKINAWA (ur recent invasior 
” the Ryukyu Islands is not 
the first time our Marines have 
inded on Okinawa, as evidenced 
by these lithographs of Com- 
modore Perry's visit back in 
the S's These pictures were 
copied trom Francis | liawk's 
Narrative of the Evxpedit 
An American Squadron t 

the China Seas and Japan, Per- 
rmed in the Years IS52, IS53 
ind S54 

Here is a view of the Harbor 
of Naha. It, with the city of the 
same name home t 66.000 
Okinawa'’s 435,000 inhabitants 
sas the rime objective t ou 

ces nm taking this k slar 


lupan's doorste 


Ihinawa 


uit 


mmodore 


Perry’s 





COMMODORE PERRY Al 
Tit INIPERIAT PALACI 
The scene « the meeting that 
is pictured above right s 
near the Island's administrative 
center of Naha. Perry was ac- 
companied on his visit to the 
Imperial Palace by the Squad 
ron's full complement of l.eath- 
ernecks 

Iwo of these Marines a 
pear onspicuousls ' the tore 
ground of the third rgrapl 
Note the dress ur n | that 
eriod! This picture alone- 

ywrtrays the Commodore * 

visit with his continge t 
th Castle of SI 
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The Perfect Secretary 


EARNEST FLMO CALKINS, in “Advertising & Selling” 
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